
WEBER SCHOOL DISTRICT 

PURCHASE REQUISITION WORKSHEET 

 

Date ___________________ Requisition No. __________________  Purchase Order No. _____________________ 
Recommended Vendor 

 

___________________________________________________  __________________________________________________ 

Name       School 

 

___________________________________________________  __________________________________________________ 

Address       Department 

 

______________________________________________  __________________________________________________ 

City   State  Zip  Ordered by: 

 

______________________________________________  __________________________________________________ 

Attention       Fund Source: 

 

______________________________________________  ____________________________________________   

        Account Code 

 

Special Instructions: 

 

Quantity Unit Description Copyright 
Date 

Grade Unit Price Total Price 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SHIPPING/HANDLING 
(If not included in price.  If uncertain of rate, allow 10% estimated shipping) 

    

 
 

Total 

PROCUREMENT GUIDELINES – All quotes should include shipping to destination 

Under $1,000 – One quote confirming price 

$1000 to $7,000 – 3 Telephone quotes 

$7,000.00 to $25,000.00 – 3 Written Bids (If desired, request may be submitted to Purchasing Department for bid process) 

Purchases over $25,000.00 – Submit request to Purchasing for Formal Bid Process 

 

Quote #1: 

 

Quote #2 

 

Quote #3 

 

________________________________________ ___________________________________________     ________________________________________ 

Approved by Department Head   Approved by School Principal      Approved by Director 


